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STATE OF HAWAI

Cl ass Specifications
for the Cl ass:

SUPERVI SI NG CONTRACTS SPECI ALI ST ( MED- QUEST)
(SUPVG CNTRCTS SPCLT ( MEDQUEST)

Cl ass Di stingui shers:

Supervi sory Responsibility: Supervises a group of
Contracts Specialist (Med- QUEST) positions.

Compl exity: This class reflects responsibility for
pl anni ng, coordinating and directing the activities of the
Health Plan Rel ations Section which adm ni sters and
coordi nates all aspects of provider and health plan rel ated
contract devel opment and negoti ation; nonitors and eval uates
t he performance of contracted parties; establishes and
mai ntains relationships with participating and prospective
heal th plans and providers of the QUEST and fee-for-service
prograns; and directs and coordi nates the desi gn and
i npl ement ati on of new nedi cal assistance prograns.

Personal Contacts: A position in this class establishes
and mai ntai ns extensive person-to-person contacts within and
outside the programto adm ni ster and coordinate a variety of
activities which involve other sections, branches or agenci es;
and to establish and maintain effective working relationships
with current and prospective health plans and providers.

Full| Performance Know edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Knowl edge of: The function, organization, |aws, rules,
regul ations, policies, procedures, goals, and objectives
governing the State’s public nedical assistance program
applicable State and/or federal |aws, rules and regul ati ons
regardi ng public contracts; State and federal rules and
standards pertaining to hospital and other health care
services; health care delivery systens; current principles and
practices in health care financing; benefits and resources
avai | abl e through other public and private agencies;
princi ples and practices of contract negotiation and
adm ni stration; various provisions found in contracts;
eval uative techni ques; problem solving nmethods and techniques;
report witing; and principles and practices of supervision.

Ability to: Plan, coordinate, and direct activities
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related to the devel opnent, negotiation, nonitoring, and
eval uati on of contracts for participating health plans and
provi ders, the establishment and mai ntenance of effective
relati onships with prospective and participating health plans
and providers, and the design and inplenentation of new

medi cal assi stance programs; plan, assign, review, and

eval uate the work of subordinates; devel op standards and
procedures for nonitoring and eval uating contracted parti es;
anal yze and evaluate information, identify problens and
devel op alternative solutions; establish and maintain
effective working rel ationshi ps; conmuni cate effectively
orally and in witing; and prepare clear and concise reports
and correspondence.

Exanpl es of Duties: (Positions may not be assigned all of the
duties listed, nor do the exanples necessarily include all the
duties that may be assigned. The oni ssion of specific
statenments does not preclude nanagenent from assigni ng such
duties if such duties are a |logical assignnment for the
position. The classification of a position should not be
based solely on the exanples of duties perforned.)

1. Pl an, coordi nate, and direct the activities of the Health
Pl an Rel ati ons Secti on. Ensure that activities are
perfornmed in accordance with prescribed policies and
pr ocedur es.

2. Adm ni ster and coordinate all aspects of contract
devel opnent and rate negotiation. Plan and direct
activities related to the issuance of Request for
Proposal s. Coordi nate with ot her Med- QUEST branches and
sections to establish new or revise service requirenents,
m ni mum st andards and technical qualifications, and
adm ni strative reporting requirenents.

3. Establish and maintain effective working relationships
with participating and prospective health plans and
providers. Explain programregul ations and requirenents
to health plans. Provide technical guidance regarding
participation in the QUEST program

4. Direct, coordinate, and control the devel opnent and
i npl ement ati on of statew de procedures for nonitoring and
eval uating participating health plans. Establish
reporting requirenents and tinetables; direct the
devel opnent and nodification of forns, procedures, and
instructions; and ensure that health plans are infornmed
of changes and that new program requirenents are mnet.
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5. Revi ew eval uati ons and reconmmendati ons regardi ng health
pl an and provi der performance. Consult with the deputy
attorney general, other Med- QUEST branches and the
Di vi si on Adm ni strator, as appropriate, to obtain or
clarify information and to ensure proper interpretation
of laws, rules, regulations, etc. |In cases of non-
conpliance or poor performance, determ ne whet her
sanctions shoul d be assessed, additional conditions
i nposed, contracts tern nated, and/or whether health
pl ans or providers should be nonitored nore closely.

6. Confer with health plans and providers on difficult
probl ens whi ch coul d not be resol ved by subordi nates.
Coordi nate with appropriate Med- QUEST staff to resol ve
pr obl ens.

7. Direct, coordinate and control the design and
i npl ement ati on of new nmedi cal assistance prograns.
Coor di nate conmuni cati on, planning, and inplenentation
efforts with other branches to ensure that adm nistrative
rules, information systens, contract paynment nechani sns,
etc., are/will be inplenmented to support the new program

8. Pl an, assign, guide, review, and eval uate the work of
subordi nates. Review, investigate, and resolve personnel
probl ens through the use of collective bargaining
provi sions and State personnel rules and regul ati ons,
counsel enpl oyees, and take appropriate disciplinary
actions.

9. Wite position descriptions for all positions in the
section and initiate, prepare, and submt docunents for
personnel actions (i.e., transfers, pronotions,
recruitnment, etc.).

10. Interview and recomrend sel ection of applicants for
vacancies within the section; provide training and staff
devel opnent to enpl oyees.

This is the first specification for the new cl ass
SUPERVI SI NG CONTRACTS SPECI ALI ST ( MED- QUEST), [ SUPVG CNTRCTS
SPCLT ( MEDQUEST)] .

Ef fective Date: 9/ 7/ 99
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DATE APPROVED: 9/7/99 /'s/ Diana H. Kaapu

M KE Mc CARTNEY
Director of Human Resources Devel opnent



